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Application Do’s

Many properties that are renting up for the first time or opening their waiting lists after several years find themselves with busloads of applicants when their offices open. Properties that use a first-come, first-served application process may not be treating all applicants fairly, although they certainly intended to do so.

The Fair Housing Amendments Act requires all landlords and housing managers to provide equal access to people with disabilities.  Unlike other anti-discrimination laws, the FHAA says that providing equal access doesn’t just mean not turning people away,

it can also mean taking affirmative steps to remove obstacles for people with disabilities.

The “first-come, first-served” approach that many providers use creates a number of obstacles for people with disabilities. In a tight housing market, if applications are taken on a first-come, first-served basis, many applicants will begin lining up as much as 24 hours ahead of time. People with physical disabilities may be unable to withstand such a long wait. 

Housing providers who are opening their waiting lists and who want to accept applications for a limited period of time are strongly encouraged to use a lottery process. The goal of a lottery system is to diminish the frenzy involved in huge numbers of people applying for limited numbers of units (or even for slots on waiting lists).  A lottery model avoids the “survival of the fittest” phenomenon that occurs in extremely competitive housing markets.
The chart below provides some practical suggestions to increase accessibility to people with disabilities, and to create a fair, accessible process for all applicants, including people with disabilities.

	Do.....
	Why.....

	Review your Affirmative Fair

Housing Marketing Plan

(AFHMP) and Resident

Selection Plan


	Your site should have both an AFHMP and a resident selection plan. 
The AFHMP outlines the strategies you must use whenever you market units at your property, including how to notify potential applicants that a waiting list is open.  The purpose of the plan is to ensure that you market in compliance with federal fair housing laws and take steps to attract groups that normally wouldn’t be likely to apply without special outreach efforts.
The Resident Selection Plan says how you’ll rank applicants on the waiting list, including any allowed preferences.



	Notify the Public
	Mail or fax a notice to the organizations

indicated on your AFHMP.

Your notice should:

• Advise the organizations that you’ve opened a waiting list at your site, mentioning the size of the available units and any applicable

preferences.
• State when and how to get applications

(i.e., in person or by mail) Give the deadline, if any, for submitting applications
• State the ranking process (i.e., random drawing)
• Mention any other open lists available
• Include required fair housing information

such as the fair housing logo, statement, or slogan.



	Provide an open application

window of 2 weeks or more


	This allows applicants to submit an

application who may not be able to

get to the property on a specific day.



	Use a Pre-Application
	This saves time and money. A pre-application form asks applicants for the essential eligibility and screening information, but requires less time and effort for applicants to fill out and site staff to process.  

In many cases, a completed pre-application will make it immediately obvious that a household is not eligible and may be rejected. This also prevents the long waiting lists that may contain many ineligible applicants, and lets applicants know immediately if they will be considered and placed on the waiting list.



	Allow different methods for submitting a

pre-application or application


	Some people with disabilities may have difficulty leaving their home, and need to apply by mail. 
Others may need assistance filling out

forms and/or understanding the application process and need to apply in person. 
Those who have difficulty with both travel and forms may need assistance over the phone. (We realize that for a full application, taking information solely by phone may not be possible, given the need for documentation and a signature. The goal is to minimize

the number of trips a person has to make to the site if a disability makes travel difficult.)



	Include a space on the pre-application or

application to list a second contact with

contact phone and address.


	People with cognitive and psychiatric disabilities may be living independently but may have difficulty understanding letters sent to them. They could miss important deadlines.



	In designing the application form, strive for

simple, clear language, in large, bold print.


	The easier it is to understand and fill out, the fewer questions for assistance you will receive, saving staff time.



	Have staff available to help people with the

application itself, and to explain the application

process.


	People with vision impairments or cognitive disabilities are likely to need assistance filling out the application. A clear process helps

everyone to feel that it is fair.



	Provide notice in the application and on the site informing that assistance is available in the application process, and how to get it.


	It people are not aware of the availability of assistance, they may assume it does not exist. (Federal law also requires notice to clients

of their rights.)



	Provide some form of a receipt for both the

pre-application and the application. (For

phone pre-apps, this can just be a confirmation number.)


	This helps protect the housing provider. If clients insist that they applied, but do not see their name on the lottery or waiting list, they

would have the receipt (or not) to prove they had submitted an application.



	Conduct Random Drawing to Rank Applications


	Many sites rank waiting list applications on a first-come, first-served basis. Though HUD permits you to do this, it may not be the most

effective way to handle an opening if you’re expecting a large number of applicants.



	Notify applicants of their placement on the

waiting list


	HUD requires that you notify applicants when you place them on your waiting list and give them an estimate of when an appropriate unit

may be available. 
It’s a good idea to notify applicants in writing so documentation is on file. Your letter should state:
• They appear to be eligible, but that a final determination of their eligibility will be made when they reach the top of the waiting list.

Be careful not to give the impression that you are guaranteeing their future admission;
• Provide an estimate of the length of time they will be on the waiting list before a unit becomes available based on past turnover.
• Ask applicants to notify you of any changes to their household, income, or contact information and to keep in touch periodically to

confirm they want to remain on the waiting list.
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